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§ 300.343 Meetings.

(a) General. Each public agency is re-
sponsible for initiating and conducting
meetings for the purpose of developing,
reviewing, and revising the IEP of a
child with a disability (or, if consistent
with State policy and at the discretion
of the LEA, and with the concurrence
of the parents, an individualized family
service plan described in section 677(d)
of the Act for each child with a disabil-
ity, aged 3 through 5).

(b) [Reserved]
(c) Timeline. A meeting to develop an

IEP for a child must be held within 30
calendar days of a determination that
the child needs special education and
related services.

(d) Review. Each public agency shall
initiate and conduct meetings to re-
view each child’s IEP periodically and,
if appropriate, revise its provisions. A
meeting must be held for this purpose
at least once a year.

(Authority: 20 U.S.C. 1412(2)(B), (4), (6);
1414(a)(5))

NOTE: The date on which agencies must
have IEPs in effect is specified in § 300.342
(the beginning of each school year). However,
except for new children with disabilities (i.e.,
those evaluated and determined to need spe-
cial education and related services for the
first time), the timing of meetings to de-
velop, review, and revise IEPs is left to the
discretion of each agency.

In order to have IEPs in effect at the be-
ginning of the school year, agencies could
hold meetings either at the end of the pre-
ceding school year or during the summer
prior to the next school year. Meetings may
be held any time throughout the year, as
long as IEPs are in effect at the beginning of
each school year.

The statute requires agencies to hold a
meeting at least once each year in order to
review and, if appropriate, revise each child’s
IEP. The timing of those meetings could be
on the anniversary date of the child’s last
IEP meeting, but this is left to the discre-
tion of the agency.

(Approved by the Office of Management and
Budget under control number 1820–0030)

[57 FR 44798, Sept. 29, 1992, as amended at 58
FR 13528, Mar. 11, 1993]

§ 300.344 Participants in meetings.
(a) General. The public agency shall

ensure that each meeting includes the
following participants:

(1) A representative of the public
agency, other than the child’s teacher,
who is qualified to provide, or super-
vise the provision of, special education.

(2) The child’s teacher.
(3) One or both of the child’s parents,

subject to § 300.345.
(4) The child, if appropriate.
(5) Other individuals at the discretion

of the parent or agency.
(b) Evaluation personnel. For a child

with a disability who has been evalu-
ated for the first time, the public agen-
cy shall ensure—

(1) That a member of the evaluation
team participates in the meeting; or

(2) That the representative of the
public agency, the child’s teacher, or
some other person is present at the
meeting, who is knowledgeable about
the evaluation procedures used with
the child and is familiar with the re-
sults of the evaluation.

(c) Transition services participants. (1)
If a purpose of the meeting is the con-
sideration of transition services for a
student, the public agency shall in-
vite—

(i) The student; and
(ii) A representative of any other

agency that is likely to be responsible
for providing or paying for transition
services.

(2) If the student does not attend, the
public agency shall take other steps to
ensure that the student’s preferences
and interests are considered; and

(3) If an agency invited to send a rep-
resentative to a meeting does not do
so, the public agency shall take other
steps to obtain the participation of the
other agency in the planning of any
transition services.

(Authority: 20 U.S.C. 1401(a)(19), (a)(20);
1412(2)(B), (4), (6); 1414(a)(5))

NOTE 1: In deciding which teacher will par-
ticipate in meetings on a child’s IEP, the
agency may wish to consider the following
possibilities:

(a) For a child with a disability who is re-
ceiving special education, the teacher could
be the child’s special education teacher. If
the child’s disability is a speech impairment,
the teacher could be the speech-language pa-
thologist.

(b) For a child with a disability who is
being considered for placement in special
education, the teacher could be the child’s
regular teacher, or a teacher qualified to
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provide education in the type of program in
which the child may be placed, or both.

(c) If the child is not in school or has more
than one teacher, the agency may designate
which teacher will participate in the meet-
ing.

Either the teacher or the agency represent-
ative should be qualified in the area of the
child’s suspected disability.

For a child whose primary disability is a
speech or language impairment, the evalua-
tion personnel participating under paragraph
(b)(1) of this section would normally be the
speech-language pathologist.

NOTE 2: Under paragraph (c) of this section,
the public agency is required to invite each
student to participate in his or her IEP
meeting, if a purpose of the meeting is the
consideration of transition services for the
student. For all students who are 16 years of
age or older, one of the purposes of the an-
nual meeting will always be the planning of
transition services, since transition services
are a required component of the IEP for
these students.

For a student younger than age 16, if tran-
sition services are initially discussed at a
meeting that does not include the student,
the public agency is responsible for ensuring
that, before a decision about transition serv-
ices for the student is made, a subsequent
IEP meeting is conducted for that purpose,
and the student is invited to the meeting.

§ 300.345 Parent participation.
(a) Each public agency shall take

steps to ensure that one or both of the
parents of the child with a disability
are present at each meeting or are af-
forded the opportunity to participate,
including—

(1) Notifying parents of the meeting
early enough to ensure that they will
have an opportunity to attend; and

(2) Scheduling the meeting at a mu-
tually agreed on time and place.

(b)(1) The notice under paragraph
(a)(1) of this section must indicate the
purpose, time, and location of the
meeting and who will be in attendance;

(2) If a purpose of the meeting is the
consideration of transition services for
a student, the notice must also—

(i) Indicate this purpose;
(ii) Indicate that the agency will in-

vite the student; and
(iii) Identify any other agency that

will be invited to send a representative.
(c) If neither parent can attend, the

public agency shall use other methods
to ensure parent participation, includ-

ing individual or conference telephone
calls.

(d) A meeting may be conducted
without a parent in attendance if the
public agency is unable to convince the
parents that they should attend. In
this case the public agency must have
a record of its attempts to arrange a
mutually agreed on time and place
such as—

(1) Detailed records of telephone calls
made or attempted and the results of
those calls;

(2) Copies of correspondence sent to
the parents and any responses received;
and

(3) Detailed records of visits made to
the parent’s home or place of employ-
ment and the results of those visits.

(e) The public agency shall take
whatever action is necessary to ensure
that the parent understands the pro-
ceedings at a meeting, including ar-
ranging for an interpreter for parents
with deafness or whose native language
is other than English.

(f) The public agency shall give the
parent, on request, a copy of the IEP.

(Authority: 20 U.S.C. 1401(a)(20); 1412 (2)(B),
(4), (6); 1414(a)(5))

NOTE: The notice in paragraph (a) of this
section could also inform parents that they
may bring other people to the meeting. As
indicated in paragraph (c) of this section, the
procedure used to notify parents (whether
oral or written or both) is left to the discre-
tion of the agency, but the agency must keep
a record of its efforts to contact parents.

(Approved by the Office of Management and
Budget under control number 1820–0030)

[57 FR 44798, Sept. 29, 1992, as amended at 58
FR 13528, Mar. 11, 1993]

§ 300.346 Content of individualized
education program.

(a) General. The IEP for each child
must include—

(1) A statement of the child’s present
levels of educational performance;

(2) A statement of annual goals, in-
cluding short-term instructional objec-
tives;

(3) A statement of the specific special
education and related services to be
provided to the child and the extent
that the child will be able to partici-
pate in regular educational programs;
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